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Overview

This reference manual is designed to supplement a hands-on, instructor led session. In
order to show general information placement, pictures of various screens have been
included. Please note that these are standard screens and may not match exactly to
those at your site.

Learning Objectives

At the end of this session, class participants will be able to:

Navigate the Scheduling application
Run Inquiries on Patient, Resource and Location schedules
Schedule single, multiple and group appointments

0 Use the three different methods (Drag & Drop, Suggest and Schedule)
to schedule appointments

Cancel and reschedule appointments
Shuffle appointments

Schedule recurring appointments
Check-in appointments

View appointment details and history
Manage Request List

Use Work Queue Monitor (WQM)
Manage Referral Triage for a clinic

Use Multi-Patient Task List (MPTL)

Course Audience

The target audience for this course is patient scheduling staff at Lions Gate Hospital and
Squamish General Hospital.

Prerequisites

Registration for Inpatients and Outpatients are pre-requisites for taking the Scheduling
course as Enterprise Master Patient Index (EMPI) search is only covered in this course

only.

All participants are expected to be competent in the following areas:

e Computer basics

e Microsoft Windows
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Getting Started

Logging In

Double-click on the SchApptBook icon to open the application.

Logging Out

When you have completed your activities, remember to log out of the application you
are working on for security purposes. Logging out can be done in one of the following
two ways:

1. From the Toolbar, you may select the Exit icon (recommended to avoid locking the

patient record).

2. You may also click the 3] in the upper right hand corner of your screen.
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Overview of SchApptBook Interface

When you log-in to the Scheduling Appointment Book application, the Scheduling Appointment
Book window displays.

= Schaduling: Seheduing Appol ==
Task  £dn View Melp

BC PHN, 5878432326
DO OF-Mow- 1977

Age A0 Yo

Menu Bar: Includes Task, Edit, View and Help options.

Toolbar: Includes buttons or other window elements (such as Person Management,
Request List Inquiry, Modify, Cancel, Reschedule, Print, Shuffle, Create Group Session,
Swap Resources, and Exit) to facilitate accomplishing a task.

3. Demographics Bar: Displays Patient’s Name, Age, Date of Birth, Gender and MRN.
Calendar: Assists in booking appointments by the days, weeks and months of a
particular year.

5. Bookshelf: Contains the Scheduling Appointment Books that are used to schedule and
manage appointments.

6. Work in Progress (WIP): An area where a partially completed appointment resides until
you are ready to book and confirm it.

7. Scheduling Grid: Contains Resource (person, equipment, room/place) schedules. This is
where appointments are scheduled and managed.
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User Preference Setup

Within the Scheduling Appointment Book application, there are several options which
are set at the user level. These options will already be applied to the user accounts.
Once these preferences are applied, the information will not be needed to be entered
/changed again unless different preferences are required.

Refer to the “Scheduling User Preferences Quick Reference Guide” for more details
about all of the Scheduling Preferences. The sub-sections below will cover the
“Preference” options that are most likely to be modified by the users.

Setting Default Location/Book

1. Click View in the Toolbar and select “Options.”

Task Edit

4| 4

! &= Back -

Help

Toolbars L3-8

=]

Demographics Bar

Availability Bar

Status Bar

[

Small Buttons

Large Buttons

Cancels

Reschedules 5

On-Hold Appeintments

[]

w
c
z
]
[

Empty Schedules

Qptions...
12 13 q P

2. This will open the “Options” window which has a number of tabs. User Defaults is the
first tab and it allows you to set a default location (refer to screenshot below). The
location entered in this field will always appear in the Appointment Location field when
scheduling an appointment. It is only appropriate to enter a default location if you
schedule appointments for one location.
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Options

Default location:

Default Appointment Type

[7] Defautt appointment type synomm

Co )

User Defaults |Appointment | Mavigation | Details | Allergies | Confirm | Cl L4

(@ Mo defaultt appointment type synorym

Default appointmert type synomym:

Dayz in past:

Days in future:

ry

-

Appointment Scheduling Range

0 =

0 =

[ Allow muttiple appointment location values

-

Appaintment detail fields:

Person Mame

Appointment Location
Appointmert Type

Upon move to the work inprogress, expand the tree to level (Default = Role):
Role

Amourt of inactive time {in seconds) before automatically refreghing request lists and queries:
1]

ok || Cancel

1. Default Location can be chosen from the drop down menu. This function would be used if a
user schedules consistently for one location, i.e. the LGH RAN Clinic.

2. Default Appointment Type Synonym can be chosen by selecting the radio button
Appointment Synonym can be selected from searching in the box for the desired
appointment type. This option could be used if a user consistently schedules one
appointment type. The appointment type selected will automatically defaults into the
appointment type field.

| - Appointment

Default Location

L] December Person name: . . Mave

Su Mo Tu We Th Fr Sa | will display here 0

12 /
2 4 5 £ T 8 3 *Appointment location:
o

m 111213 14 15 16 E]
17 18 19 Bl 21 o2 oz Appointment type: Alergies

24 25 26 27 28 23 A

A
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4. Click on the Navigation Tab. This is where you can set a default Bookshelf and Book.

Options 8 [jmEGe
User Defaults I Appointment . Navigation ' Details Allergies I Confirm [ Cl4]»
Default bookshelf

Default book

Toolbar Preferances
MNumber of items to retain in most recently displayed list

15 =

|| Home button retums (o cument date

|| Back/Forward buttons retain date contesd

Default Bookshelf: Enter the name of the Bookshelf that you would like to open when you log
into the SchApptBook application. There is a list available to assist you in selecting a predefined
bookshelf.

Default Book: Enter the name of the Book that you would like to open when you log into the
SchApptBook application. There is a list available to assist you in selecting a predefined book.

In the example below, the default Bookshelf is the “LGH Outpatient Care Centre Bookshelf”
and the default Book is the “LGH RAN Book.”

| | Books | Appointment Work in progress:
Su Mo Tu We Th Fr Sa
12 - E E = % . m Select
i 4 5 6 7 & 39 E E HEE B |5
m 1112113 14 15 16 T(=|5(|8 o 4 e
SRR HEE B
17 018 19 B 21 2 o BIEIZ|E|2|E =1 3
24 25 26 27 28 23 A0 5 g g Q 5 | 5
2 ] o —
D Steven MD | Kaiway. Sarah MD |
12:45|| LGH RAN LGH RAN LGH RAN
13:00
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Book Settings

Book settings determine the view of the appointment book. These can be accessed by
right-clicking in the scheduling grid and selecting “Book Settings.”

LGHR... |[|LGHR... |[LGHR...

...........................

Actions »

Add Mew Appointment LGHR... [|LGHR...

Book Request

_______________ Confirm Request

e Remove Request —

Recur Appointment

Mavigation 4
Inquiry r LGH Rehab |[LeHR.. | LGH Re
Report 4 Non-proportional, Single-day
Applications N I @ | Proportional, Single—dayl
Properticnal, Multiple-day

4
Person Week

4
Slots View » Month

4
Resources Date and Tirme... | | | |
Book Settings » Properties...

Proportional, Single-day View: This is the default and recommended view that allows
the user to see all of the breaks in the day. The times are at the left-hand side of the
book.

Appointment Book Properties

Appointment book properties include settings such as the Begin and End time of the
scheduling grid, the data that displays in a scheduled appointment and the time interval
of the scheduling grid. Appointment book properties can be accessed by right-clicking
on the scheduling grid, selecting “Book Settings” then selecting “Properties.”
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[ -
-------------- Actions »
-------------- Add Mew Appointment
______________ Book Request
______________ Confirm Request
geeceecceceseeceeciy Remove Request
Recur Appointment
Navigation »
Inquiry i’ LGH Rehab
Report ]
Applications »
Person 3
Slots 4 View .
3
Resources Date and Time...
General Tab
Appointment Book Properties @

Generall Icons | Fonts | View - Proportional, Single-day |

Column Headings

|| Display number of scheduled appointments

Visible Day Range

Begin time: End time:
0a00 = 1800 =
1 2
Tooltips
Display tooltips for:
10 + 1 zeconds
Display Figlds
Perzon

] »

Appointment type scheduled as
Appointment location
Requesting provider
Reason for appaintment 3
Appointment state

Encounter type

[ Anesthesia type -

| ok || cance |

1. Begin Time: In military time, this determines the time that the appointment book will
start; this crosses all books and bookshelves.

2. End Time: In military time, this determines the time that the appointment book will end;
this crosses all books and bookshelves
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NOTE: If there are any slots beyond the designated time, they will not be visible on the
books. However, by using suggest, you can still schedule into these.

3. Display fields: These are the fields that will show in a scheduled appointment on the
scheduling grid. By clicking the up or down arrows, you can change the order in which
they are displayed.

Icons Tab

By selecting any of the icons listed, a symbol will appear if the criteria are met.
Example: if the Slot Icon “Comments” is checked a bubble will appear on the slot if any
comments are entered.

Appointment Book Properties @I

| General | Icons | Fonts | View - Proportional, Single-day |

Slot icons:

IEF{eIease Times
& Comments

[T] 22 Group Session
0o i, Information
[T @) Locks

Appointment icons:

@ Alergies -
ﬁﬁppoimmem Linking

22 Group Session

1 Protocol

3 Recuring

& Comments

D m Choose and Book

| 3 Do Not Move

] Hligibility Status Ambiguous
=

Ml it Chmd e Dimmie d

m

NOTE: Making changes to the default setting is not recommended.

Fonts Tab

Fonts as they appear in the appointment book can be changed using this tab.

Appointment Book Properties R

General | leons Fonts | View - Proportional, Single-day

Fort.. ||

| Defauit
M5 Shell Dig
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View Proportional Single-day

Appointment Book Properties @

| General | Icons | Fonts | View - Proportional, Single-day

|| Display binder 1

Time interval:
15 - 2
Column Width {In Piels)
() Custom width: 3

() Size to fit all, with minimum width:

@ Size to fit al

Start display at:
0700 =[] On curent date start at curent time

4

ok || cance |

1. Display binder: By checking or un-checking this option, the binder on the left side of the
appointment book will be visible or not.

2. Time interval: This option determines the increments of time (in minutes) for the slots.
3. Custom width: This option determines the width of the slots under the resources.

4. Start Display at: You can set the time and day that you wish to display when you first log
on to the application.
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Opening a Bookshelf/Book

Follow the steps below to open a Bookshelf/Book in SchApptBook:

1. Click on the Bookshelf banner to select a Bookshelf.

2. Select the appropriate Bookshelf and click OK.

B Schodulng Scheduling Appointment Book

Task Edn  Veew Help
M E R BT WAL o8BSt ARSI A iE A FRAAEP
ing® A BRABEE LR

fp m-w -0 3

"l e Rk F o
(& (il BC5 Medealimagng Bockahel 1 | Gekeat

LG Carcinc Hormm Rk shell

LG Canshology Lab Hookshel

LGH Caet Circ ekt

LiGH Chemo eedcal Dncology Book shek
LGH Diptestrt of Periogm st Smreces
LGH EEG Bookshel {
LGH Minche g B shed bl —
LGH Dibatetrical Ambedsiory Book shel

fano A
L hel

Su Mo Tu We Th Fi Sa

1 2 3 4
5 6 7T 8 3w
2w siv w
EE T - T
E

LGH Wioursd Clshory ook dhell

FWL Medbal Irmaging Dockshat

SGH devbadoliry Caer Bikshed

SGH Daparment of Paicpersive Sarvcas
i SGH Medcdl Imagng Bockstel
=l SGH Oncslogy Cirt Boskahat

Tmk [de Yew Help

W H A R TR KW G0N 8BS BRFSNe s B EEARP
oS smABEBL D

fon packemw = B @

ame:

Goealen. Claire PT Karst. Lauren PT Lusn, Janet PT u Murry, Liz PT M&m_ Shapa. Nna FT Tharte. Amanda PT Fischor. Casie OT
LGH

B00 LGH LGH Rahat LGH Rehat: LGH Rehat:

LGH Rehab

900 [LGH Fihas

945 | LGH Retaty
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Appointment Inquiry

Appointment Inquiry allows the users to view appointments in a list format. “Schedule
Inquiry” window allows you to enter the parameters required to view the schedule
associated with a specific person or resource.

There are four available options for using the “Schedule Inquiry” window: Person tab,
Resource tab, Location tab and Request List tab. Each of these is described below, along
with the available elements for each tab.

The Appointment Inquiry can be accessed in two different ways.

1. Click the Appointment Inquiry icon (eyeball) located at the top of your screen.
® & i\ H & & P

2. Right click anywhere on the scheduling grid, select “Inquiry”, and then select
“Appointment Inquiry.”

-

Actions

Add Mew Appeintment

Book Request

Confirm Request

TEAT oo Reques I [ =
Recur Appointment LGH Rehab LGH Rehab
MNavigation 3
I Inquiry >I Appointrent View
Report 3 Appointrnent History View
| Applications 3 Appointment Inquiry
Person , REqUESt LIst Inquiry
Slots 3 View Appointment Information...
Resources 4 J
Book Settings »

3. The Appointment Inquiry window appears on your screen.
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g Schedule Inquiry - Person Schedule Inquiry - Standard
i Task Edit View Help

IMBRERDEID KA on @8 Fg0lelaEdB# 2 N

Person | Rescurce | Location | Request List |

Inquiry:

.
Person:

Start date: Start time:

28Mov-201; = E oo =

End date: End time

xxxxxxxxxxx : Izl 2965 =

[ Find ] [ Clear ] [ Close ]

For Help, press FL

A. Person Inquiry Tab: Use this inquiry to view information (such as confirmed
appointments, no-show, inquiry w/orders) associated with a specific person in the
SchApptBook.

B. Resource Inquiry Tab: Use this inquiry to view information (such as displaced
appointments, open slots available, booked outside of slot) associated with a
specific resource in the SchApptBook.

C. Location Inquiry Tab: Use this inquiry to view information (such as location with
person name, check-in, group session) associated with a specific location in the
SchApptBook.

D. Request List Inquiry Tab: Use this inquiry to view information (such as request list by
location, cancellation list, waitlist) associated with a specific request list in the
SchApptBook.

Select the appropriate parameters to run any of the above inquiries to view results.
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Appointment Scheduling

There are several different methods for scheduling an appointment within the
Scheduling Appointment Book application. This section will discuss each of these
methods and explain when one method should be used over the others.

Pre-requisite Steps for Booking an Appointment

These are the pre-requisite steps for booking an appointment prior to selecting one of
the three methods.

Appointment
1. Click the Appointment tab

2. The first few fields for the required information appear in the window. You may begin
to schedule the appointment.

NOTE: Mandatory fields are marked with red asterisks (*) meaning you will need to
complete these fields in order to move to the next step in scheduling an appointment.
3. Click the Ellipsis button beside the Person name field E]

4. Search for the patient, by entering the PHN, then click OK (if you do not have a PHN,
search by partial last name and first name or date of birth and gender).

5. If you have found the correct patient, click only ONCE on their name to select, then click
OK.

NOTE: Refer to Registration’s EMPI Reference material to learn about requesting a new
PHN for a brand new patient. Approximately 99% of all BC Residents are registered in
the EMPI.

6. The “Organization” window appears. Click on the Ellipsis button.

& Organization @
Pleaze select the facility where you want to view person aliazes.
Facility Name | Facility Aliag
| =
Facility:
] | Cancel |

7. Scroll down through the list of the clinics until you see your clinic name, click on it to
select it, then click OK.
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10.
11.

12.

13.

14.

ﬁ Organization @

Fleaze select the facility where you want to view person
aliazes.

Facility Name | Facility Alias

Ioh (-]

LGH Rapid Access Neurology Clinic RAMN -
LGH Rapid Access Spinal Clinic RASC

LGH Rehab S peech Lnguage Pathology
LGH Respiratory Education Program

Facility:
LGH Fehab Outpatient

[ oK l | Cancel |

The EMPI window will appear momentarily as your patient is checked against the EMPI
database.

The “Future Requests/Appointments” window will appear for the patient if they have
appointments that are booked in the future. Click OK to close the window.
.ﬁsum.wuwmrslscnzmlmm g Eﬂ

Taguast Aen  Apportmact Ty Ewbest Fagueet Dos  Litest Raguast Date Craated Ty Dt Crasead
Bock: RANFD DbNov-2017- 700 06-Dec2017- 1800 TestUser CerkAdvanced-Schedulng  DE-Hov-2017- 1413

Cumert Siste  fpportment Trpe  Location  Degin Date/Time  [nd Dote/Time  Crosted By Dt Crmated.

Sebmct et [

The patient’s name will now display in the Person Name field.

Click the Ellipsis button beside the Appointment Location field and double click on your
clinic location name to select as the appointment location.

NOTE: The Appointment Location and Appointment Type may be defaulted based on
user preferences.

Select the Ellipsis beside the Appointment Type field and double click on an
appointment type to select.

Once an Appointment Type is selected, additional fields will appear.
NOTE: This list of fields is referred to as “Accept Format Fields.”

Complete any mandatory fields and click the MOVE button to move the appointment
into the Work In Progress (WIP) area.
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NOTE: If Yes is entered into the “Interpreter Required?” an interpreter must be
scheduled. Interpreters are not scheduled in Cerner.

Three Methods of Booking an Appointment

Once the appointment information is in the WIP, use any of the following three

methods (Drag & Drop, Suggest, Schedule) to move the request into a “Pending” status
on the scheduling grid.

A. Drag and Drop Method

The drag and drop functionality is a quick and simple method for scheduling single
appointments. It should be used when you need to schedule an appointment in a pre-
determined date and time. This method works best for clinics that do not book
appointments too far into future. This method is not recommended when an
appointment needs to be scheduled to multiple resources.

Highlights:
e Quick method for booking a single appointment.
¢ Allows you to schedule an appointment to a pre-determined date and time.
e Works well for clinics that do not book appointments far in advance.

I.  Left click on the selected resource (the resource directly below the clinic name) and drag
the cursor to the appropriate resource and start time.

AEHAAT AT KBS o BRI AES S N T A IHFEAOF s ARABRBL

II.  Once the mouse button is released, the Schedule window will display on the screen.
Verify that the Resource and the time slot fields are correct. After reviewing the
information, click OK.
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Schedule - Rehab Arthritis New - PT 2 ==
Resource:

.
Default slot:

<Nenex -
Time:

1143 =

Duration

= Hours) z Minutes 2 Day
[7] Distinguish setup and cleanup durations

[ ok || Cconce

[ll.  The appointment will show in the slot in a pending state, which will be denoted by the
red books in the WIP.

==

@ A cHA Nl Su ARG N T T EEALR NS SROBEREL @

£f ek

T it At

o S b

L o

[P et ] e

IV.  The appointment will appear in the scheduling grid in a “Pending” state.

B. Suggest Scheduling Method

The system can suggest available times at which an appointment can be scheduled
based on date and time parameters that are set. This provides available date and time
options without having to search through the scheduling grid. This method is

recommended for those areas where available appointment times are limited and also
for more complicated appointments.

Highlights:
¢ Helps you to find the FIRST available appointment at the clinic.
e Allows you to set a date range for the appointment search.

¢  Avoids scheduling conflicts (resources/patients will never be double-booked).
* Results in the least amount of booking errors.

. With your appointment in the Work In-Progress area, click the 2423t pytton to open
the Suggested Schedules window.

Date: February 2, 2018 Page 21 of 75



Patient Scheduling — Foundational Part#1 Training Manual
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Name: CSTSCHEMP, RANDY

CEURNEMC o BERIBR ST M T2 a8 EHFHMER Nt BnABARL D

0 TR AR
L Rehie Ertheitin Mew
T Cumnt et

1 16k Rehas 09
B el Provicen:
D Pt

§F[E|F

II.  If Preferences need to be modified (for example: the number of options returned), click
on the Preferences tab in the “Suggested Schedules” window.

| Patert Popsirtoert Locaton  Apporiment Troe Pmary Order  Sebwcled Dste/Trme Pitiord Drtion
T CETSCMEME| BANDY LGH Fshab OF Fuabah frttvis Kew - BT OMrtes

o Bt oot (s
|
i

P D Pl Dele/Tese Ferson dppt Date/Tene doot Trpe  Flescurse Mgt Loc  Framary Onder  Flosource Durabion St Ty

Dt shee e sacondiey sgostiona

Frst avalabie with sequencing
Draslary dry of oot with dite e |
Oyttt ine

Fietum suggestions in 5 et inbervals | |

lll.  Click for the system to display suggested times that the appointment could

be scheduled.
IV.  If the suggested times do not work, click Next to display the next available times.

V. If the suggested dates do not work, click Next Day to display the available times for the
next day.

VI.  Once you have found a suggested date and time to use, click Select. Click OK to close
the “Suggested Schedules” window and schedule the appointment.

VIl.  The appointment will appear in the scheduling grid in a “Pending” state.

C. Schedule Button Method

The Schedule button allows the user to view the default selections such as duration and
slot. Within one window, the user can verify or change the resource, duration, slot, and
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time using the dropdown boxes that display available options. It is the least
recommended method for booking regular appointments as users can accidentally book
appointments outside the slot resulting in double-booking.

Highlights:
e Allows you to pre-select the time slot you would like to schedule to.
¢ Allows you to view/modify the appointment Resource, Slot, Start time and Duration.
¢ Allows you to book appointments outside of slots when required.

I.  With the appointment in the WIP, select the preferred time and resource in the
scheduling grid and click the Schedule button.

Schedule - Rehab Arthritis New - PT =

Resource:

Karst, Lauren PT -
Default slot:

LGH Rehab (8:00 - 12:00) -
Time:

0800 =
Duration:
ﬂ_ = Houn(s) z Minutes =] Day

-

Distinguish setup and cleanup durations

[ ok || Concal |

II.  If necessary, modify any of the fields (Resource, Default Slot, Time and Duration) and
click OK.

[ll.  The appointment will appear in the scheduling grid in a “Pending” state.

Confirming an Appointment

Once the appointment moves to the “Pending” status in the scheduling grid (using any
of the above three methods), follow the below steps to Confirm and create a Pre-
outpatient Encounter for the appointment.

15. Click the| - | button to confirm the appointment. The Confirm window will

display a summary of the appointment including any patient preparations/instructions.
16. Click OK in the Confirm window.

NOTE: At your clinic, you may print and give a copy to the patient by using the “Print”
button at the bottom of this Summary page.

Date: February 2, 2018 Page 23 of 75



Patient Scheduling — Foundational Part#1 Training Manual

Confirm @
Name: CSTSCHEMFI, RANDY BC PHN: 9876488326

MRN: 700007831 DOB: 06-Nov-1977

Process Alert: None Age: 40 Years

0 [T | | Summary | Genersl | Resource View | Guidelines | Notification | Conversation Summaries | Hineraries | Lacks | Eligibility | Booking Notes
£-@ Rehab Arthritis New
£ {fl} LGH Rehab OP CSTSCHEMPI, RANDY Med Rec Nbr: 700007891
Karst, Lauren Allergies:
“[d] CSTSCHEMPL | | Allergies Not Recorded

16-MNov-2017 - 11:49 1 Hour(s) Rehab Arthritis New - PT LGH Rehab OP Karst, Lauren PT

Preparations:
Location: Lions Gate Hospital

Address: 231 15th St E, North Vancouver, BC V7L 2L7

17. The Encounter Selection window will open with the patient’s previous and current

encounters. Click on the button to create a new encounter for this
appointment.

18. The “External MPI” window appears momentarily to ensure you have the most up-to-
date demographics on the patient.

19. The “Pre-Register Outpatient” window will appear for you to complete the pre-
registration. Only the Patient and Encounter Information tabs are necessary to
complete a pre-registration.

20. If you are not in contact with the patient to confirm the information, leave the Pre-Reg

Fre-Reg Status:
Incomplete

Status as Incomplete T you are in contact with the patient to verify all
the information, update the Pre-Reg Status to Complete.

| Patient Information
21. In the Patient Information tab . [verify the demographic information on

every visit.
22. Click on the Encounter Information tab.

23. In the Location section, the Facility is auto-populated. Verify that the Building and
Unit/Clinic are correct.

Location
Facility: Building: it Cliric:
LGH Rehab OP LGH Rehab OF » LGH Rehab OF -

24. In the Current Encounter Information section, complete the mandatory fields as below:

Encounter Type: Pre-Outpatient
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Medical Service: Select one from the drop-down list

Encounter Type: Medical Service: Reazon for Visit: Referral Source:
Pre-Outpatient »  Occupational Therapy + FHRehab -

NOTE: the Reason for Visit carries over from the appointment.
25. The other fields are not mandatory on the Pre-outpatient Encounter.

NOTE: the Estimated Arrive Date and Time are auto-populated from appointment date
and time.

26. Click Complete to finish.

27. The “Document Selection” window displays. Uncheck the “Do not Print Documents”
checkbox to print any relevant documentation. Click OK to complete.

% Decument Selection @
[rocument PFrinter Copies
Armband Label 590 1=l 18 1
Lab Blood Specimen Label 590 1=l 18 1
Lab Mon-Blood Specimen Label | 530 1=t 18 1
PHSA Faceshest ph 530 it_[1-General 1
¥| Do not print documents Edit

28. The “Pre-Register Outpatient” window displays. Verify and click OK.

Pre-Register Outpatient @

The following LGH Rehab Cutpatient aliases have been assigned for
CSTSCHEMPL RAMDY:

Encounter Mumber: 7000000015175
Visit Id: 7000000015175
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Inpatient Scheduling

Patients with current “Inpatient Encounter” may require care from the Outpatient
clinics. The below steps are used for booking appointments for these patients with
Inpatient Encounters in the SchApptBook.

1. Follow the steps (1 to 14) from Appointment Scheduling - Pre-requisite Steps for
Booking an Appointment to fill in the Person Name and Appointment Location fields in
the accept format.

Appointment

Person name: Move
CSTSCHEMPI, PAUL-JOSEPH
=
*Appointment location:
LGH RAN ()
*Appoirtment type: ANR
2. Complete the below mandatory fields and click Move button:
Appointment Type: Inpatient
Comments: add any applicable comments
3. From this point, use either “Drag & Drop” or “Schedule” button to book a “Pending”
appointment. Click Confirm button.
| | Encks | Appaimtment
- Pl o 1 — = [ == '. -N .’ETS(H!IMFI_ PALIL-IOSEPH
Su Mo Tu We Th P Sa || cerecypuel pAULJOSEPH =l P . ) f%wck:'::nkhhedule
i B 7 ; : Ahgpontmend fecalior o L = - &l Lo Ran
- by PR LGH AN (]| e ‘mm.m
o B S| e U e h
4 B X% 7 B BN frpatent (.
n -
Mary PT Geelen, Clare PT | Kant, Lawren PT | Lun, Janet PT Mury, Liz PT | ©Laughiin, Gersldine PT | Shame, Nina PT | Thirtle, Amanda PT
i 3 LGH R LGH Rehab LGHA.. LGH Fichab
945 [ peatiert % LGH Rshab
10-D0E | GH RAN 1 [LEHR- LGHR...
10:30( Panding i
‘II:I J‘DZ: LGH R LGHR... LGHR... ||LGHR...
i

4. Click OK to close the “Confirm” window.

5. Select the existing “Inpatient” encounter and click OK.
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B (|
Encounter Mumber  Enc Type Disch Date Encourter Prsnl Provider Name
7000000012917 enal ab oP ab OP Refeming Provider Baggoo, Alan Kieth
7000000012425 Pre-Outpatient LGHJRAC ~ LGHJRAC  Atending Provider Jando, Victor Tibor
[ Mogty |[ AddEnc | C_ox ][ cnea
6. The appointment is booked with an Inpatient encounter.
Page 27 of 75
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Appointment Scheduling — Advanced

Booking Multiple Appointments for a Patient

The Next button can be used to schedule multiple appointments for the same patient
without re-entering the fields in the Appointment tab. The “Appointment Type” can be
the same or different.

1. Enterin appropriate information into the fields on the Appointment Tab and press the
MOVE button to move the information to the Work-In-Progress (WIP).

Work in progress:
=¥ CSTSCHEMPL, RANDY
=4 Rehab Arthritis New - PT
) =+ Current Schedule
=-fl} LGH Rehab OP
-4 Rehab Providers
- Patient

Books | Appointment

*Person name

CSTSCHEMPI, RANDY

*Appointment location
LGH Rehab OP]

*Appointment type:
Rehab Athitis New - PT

2. Once you have entered in all of the information for the first appointment, press the
NEXT button. Your cursor will move back to the fields within the Appointment tab.

3. Select the appropriate Appointment Location.

4. In the Appointment Type field, replace the first Appointment Type name with the next
appointment type that you are scheduling and press enter or the ellipses button to
search. Select the appropriate Appointment Type from the search window.

5. Scroll down through the rest of the fields. You will notice that the information entered
for the first appointment has been retained. Change any appropriate information and
press the MOVE button.

6. Both appointments will now display within the WIP.

Work in progress:

5<% Rehab Arthritis New - PT 0
_ Current Schedule
: 5 JFll LGH Rehab OP
----- 2 Rehab Providers
L e Patient
2<% Rehab Arthritis New - OT
_ Current Schedule
- [} LGH Rehab OP
----- “a Rehab Provider
- T Patient N

m

7. Press the Suggest button to allow Suggested Scheduling functionality to help you find an
available appointment time. The “Suggested Schedules” window will display.

NOTE: Once the appointments are in the WIP, it is possible to use any of the scheduling
options to book them.

8. Press your Shift key and highlight both appointments.
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Patient Appoirtmert Location  Appointment Type Primary Order Scheduled Date/Time ~ Patient Duration

el | CSTSCHEMPI AANDY | LGH Rehab OP [ Reheb AdbrtsNew-PT| [ [OMmbes ]
B2 | CSTSCHEVPLRANDY | LGH Rehab OF | Rehab AthisNew OT || |0Mmnutes |

2=

9. Inthe lower left portion of your screen, click the checkbox next to “Schedule as a visit
within.” Leave the timeframe defaulted to 1 day. This will allow you to find an available
appointment time for both appointments within a one day timeframe.

Appointment Date
@ Date range: 22Mav-2017 =[] 2pecam? 4=
(©) Schedule in: 1 =1 [ Days From: |23 Now-2017
() Date restrictions: Mext 2 Days
T | e | we | |+ TR
Appoirtment Time
@ Time range: na00 = 1700 =
() Time restrictions: AM Only
< visit within 1 = day - \>
-
mgeﬂed date and time
Schedule muttiple persons to mixed Group Sessions
’ Clear ] ’ Suggest l

10. Press the Suggest button.

11. The “Suggested Sequence” window will display. This allows you to indicate to the
system which appointment you would like to schedule first. Leave the appointments in
the order they defaulted and press the OK button.

Suggested Sequence @
Appt Type Location i
Rehab Arthritis New - 0T LGH Rehab OF |
Rehab Arthritis New - PT LGH Rehab OF

Based on the displayed order, defined interactions will require 0 minute(s) between appointment
types.

Undo ook || cames | Aoply

NOTE: By default the Appointment Type sequence is in alphabetical order.
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12. In the lower right portion of the screen, you will see times which are available for
booking both appomtments

B s«mm
Paert Aoportment Locaion  Kgortoe Tros Pravary Crder  Schackied e/ Trom Pt [urstion
® % CSTSCHEMFT, RANDY LGH Rshab OF Finhah Jettets How < FT O Mt

8 W CSTSCHENET AANDY LGH Ashab OF Fiphah Aefietin fow - 0T [

Suggest Criteria | Preferences | Pt Dur "IM“N Pecson Aoet Duie/ T Fost Trige Aopt Lac. Prmary Order  Pesource Duration Skt Tree:

Sopsrtract Dt [ IR | 12 ourisi 45 Mirnsen [ 22-tow-2017 - 14115 | CETSCHEMPL RAND'Y m_m—m_
: T b MF _m FANDT m—m—m
& Do e Eenan? i @0wn? | |82 iSOt 22t 1215 CTSCHEMS, MDY TN 20111835 Rl At N O u.ml ot O LGH Fiohab 0F 1 Hrl) LGH Fichet
A hkiam: e - . 20017408 CSTSCMEMPLBANDY 23Mew2017-808  Fenah iivm New T Karg, Lawren PT LG Aihat OF 7 Heurl) LGM Hzhah
— il = . |ﬂ “ 13 Houris} S5 Minses 220w 2017- 1415 CSTSCHEMPML RANDY 24ow-2017- 1415 Rehab Athrtis New -OT  Punel Jonet 0T LGH Rehab OF 1 Hourls) LGH Rehab
Owsmedchons: |t 20w % Tk 17 B0 CSTSCHEMPL RANDY Zibre17-810 Rt Athrt NPT Ko, Lacaw PT  LGH Fihats OF 1 Fearh) LGH Fshah
[ IR ot 2017 1815 CSTSCHEMP RANDY 22Ky 2017- 1475 e Mtivts New 0T Pursel, Jonet OF - LGH Flhab OF 1 k) LGH Fchels

13. Highlight one of the available times and press the SELECT button.

14. Press the OK button and both appointments will display in the WIP in a “Pending”
status.

15. Highlight the patient’s name, press the CONFIRM button, and the “Confirmation”
window will display a summary of both appointments.

Name: CSTSCHEMPI, RANDY B PHN SEGAREDR

MAN: 700007891 DOB; 06 Moy 1977

Procoss Mlert. None Agn. 40 Years

| = o CEENE | | Summary | Genel | Resource View | Guidelnes | Notficstion | Conversation Summadies | Inesaries | Locks | Digibilay | Booking Notes |
-4 Rehab Artheitis New
=[] LGH Rehab O CSTSCHEMPI, RANDY Med Rec Nbr: 700007891
) Kaest Laueen| || pitarpigs:
1 CSTSCHEMP! || Allesgpes Mot Recorded
W Rehab Artheitis New
= ] LGHRehab OP | || Z2Nov2017 - 1415 1 Houls) Rohab Adhitis New - OF L{GH Rehab OF Pursell, Janel OF
1 Pursell, Janes 7
1¥] cstscHemp| | | Proparations:
£ Location: Lions Gate Haspaal

Address: 231 15th 5t E, Nesth Vancouver, BC VIL AT

23-Mow-2017 - B00 1 Hour(s) Rehab Adhntis New - PT LGH Hehab OF Karst, Lauren FT

Preparations:
Location: Lions Gate Hosptal

Address: 231 15th 5t E, Nerth Vancouver, BC VIL 2T

16. Press the OK button. Follow the steps (20 to 33) from Appointment Scheduling to
complete scheduling each appointment with a Pre-outpatient encounter.
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Recurring Appointments

Recurring appointment functionality is designed to help in situations where the same
appointment type needs to be scheduled multiple times over a specified time period.
For example, a Rehab patient may be scheduled for a bi-weekly therapy session for 10
weeks.

The following Appointment Types can be associated with Recurring encounters:

Rehabilitation: Physiotherapy/Occupational Therapy/Speech Language Therapy
IV Therapy (Medical Day Care)

Chemotherapy (Chemo Injection Visit)

Radiation Therapy (RT Treatment Visit)

Hemodialysis

Mental Health

Wound Care

Nuclear Medicine

Breath Program: Education & Maintenance Groups

—Tm o a0 oo

Scheduling a Recurring Appointment

1. Open the Scheduling Appointment Book application, click the Appointment tab, and fill
out the accept format fields the same as in previous examples. Press the MOVE button
to move the information to the WIP.

2. Click the fleog | button. The “Recurring Frequencies” window will display.

3. Within the Recurrence pattern area, you have many different options to choose from
when selecting the frequency of the appointment. You have the option to select which
day of the week the patient should be scheduled in addition to the frequency (i.e. daily,
weekly, monthly, yearly). For example: you many choose to pick every Monday and
Wednesday of each week.

4. Inthe Range of Recurrence area, select the date which you would like the appointments
to begin and how many instances of the appointment need to be scheduled (an end
date can be entered instead of number of instances).

5. The “Allow multiple recurring frequencies” option allows you to select different types of
frequencies for different days of the week. For example, you might choose to schedule
the appointment for every Monday, but only want to schedule the appointment for
every other Wednesday.
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Rehab Arthritis New - PT - Recurring Frequencies @

Time Pattem
[FlEvey 0000 ~ @ Instances

Endtime: |2355

Recurence Pattem

~) Daily Every 1 weskis)

@ Weekly [] Sunday Monday [ Tuesday Wednesday
=) Manthly [ Thureday [ Friday [ Saturday

O Yeary Al days I \ Weekdays

Range Of Recurence
Star date TTNov201T 2 E @ Endafter: 2

~| instances

5 End date: |28-Nov-2017

[] Allow muttiple recuring frequencies

o [ o=

6. Once you have made your selections, press the OK button.

7. The information for all instances of the recurring appointment will display in the WIP.

Work in progress:

—-#% CSTSCHEMPIL, RANDY Schedule
555 Recurring sequence
—@ Rehab Arthritis Mew - PT (Monday, 27-MNov-2017)
-- Current Schedule
- [Fl LGH Rehab 0P
N Rehab Providers
.75 Patient
+® Rehab Arthritis New - PT (Wednesday, 23-Nov-2017) Request

Suggest

8. Suggested Scheduling is the best method for finding available appointment times for
multiple appointments at once. Press the Suggest button.

9. All appointments will display in the top portion of the “Suggested Schedules” window.
Press the Suggest button.

10. Available appointment options will display on the right portion of the screen. Notice
that the results include available appointment times for all appointments within the
recurring series.

11. Highlight one of the options and press the SELECT button. A red check mark will display
next to the selected appointment times.
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12. The system will typically return an option which has all the appointments within the
recurring series occurring at the same time of day for each of the appointment dates. In
the example above, the suggestion was 8:00 am. You have the option to search for an
alternative time for one or multiple components within the recurring series.

13. In the upper section of the “Suggested Schedules” window, select one component of the
recurring series.

Suggested Schedules

Patient Appointment Location  Appointment Type Primary Order  Scheduled Date/Time  Patient Duration
2l *p, <% CSTSCHEMPI, RANDY LGH Rehab OP Rehab Atthritis New - PT
@ CSTSCHEMPI. RANDY LGH Rehab OP Rehab Athritis New - PT 27-Nov-2017 - 8:00 1 Hourls)
% CSTSCHEMPI, RANDY LGH Rehab OP Rehab Atthritis New - PT 29-MNov-2017-0:00 D Minutes

14. Press the SUGGEST button again. This time the system will return appointment

suggestions only for the highlighted appointment. Highlight a different time option and
press the SELECT button.

Pat Dur Pat Date/Time Person Appt Date/Time Appt Type Resource Appt Loc Primary Order  Resource Duration  Slot Type
El %, 1Hourfs) 28-Nov-2017-8:00 CSTSCHEMPI RANDY 23-Nov-2017-8:00 Rehab Arhritis New - PT  Karst, Lauren PT  LGH Rehab OP 1 Hourlg) LGH Rehab
=l %, 1Hourls) 23-Nov-2017-8:05 CSTSCHEMPI, RANDY 29-Nov-2017-8:05 Rehab Athrtis New - PT  Karst, Lauren PT  LGH Rehab OP 1 Hourls) LGH Rehab
El %, 1Hourfs) 28-Nov-2017-8:10 CSTSCHEMPI RANDY 23-Nov-2017- 810 Rehab Athritis New - PT  Karst, Lauren PT  LGH Rehab OP 1 Hourlg) LGH Rehab
El %, 1Hourls) 29-Nov-2017-8:15 CSTSCHEMPI, RANDY 29-Nov-2017-8:15 Rehab Arthritis New - PT  Karst, Lsuren PT  LGH Rehab OP 1 Hourls) LGH Rehab
El %, 1Hourls) 29-Nov-2017-8:20 CSTSCHEMPI, RANDY 28-Nov-2017-8:20 Rehab Athritis New - PT  Karst, Lauren PT  LGH Rehab OF 1 Hourls) LGH Rehab
El %, 1Hours) 28-Nov-2017-8:25 CSTSCHEMPI RANDY 23-Nov-2017-8:25 Rehab Arthritis New - PT Karst, Lauren PT  LGH Rehab OP 1 Hourlg) LGH Rehab
)= ] ‘aJ 1Hourfs) 29-Nov-2017-8:30 CSTSCHEMPI, RANDY 29-Nov-2017-8:30 Rehab Arhritis New - PT  Karst, Lsuren PT  LGH Rehab OP 1 Hour(s) LGH Rehab
El %, 1Hours) 29-Nov 2017-335 CSTSCHEMFI, RANDY  25-Nov, 2017-335 Rehab Arthritis New - FT Karst, Lauren PT  LGH Rehab OP 1 Hourlg) LGH Rehab
El %, 1Hours) 29-Nov-2017-8 CSTSCHEMPI, RANDY  25-Nov-2017 - &: Rehab Arthritis New - Karst, Lsuren PT  LGH Rehab OP 1 Hour{s} LGH Rehzab
B I I_

15. You will notice that the appointment time has now changed for just that particular
component of the recurring series.
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16.

17.

18.

19.

20.
21.
22.

Suggested Schedules

Patient Appointment Location  Appointment Type Primary Order Scheduled Date/Time  Patient Duration
=l &, ® CSTSCHEMPIRANDY LGH Rehab OP Rehab Arthriis New - PT

@ CSTSCHEWPI, RANDY LGH Rehab OP Rehab Arthriis New - PT 27Mov-2017-800 1 Hourls)

@ CSTSCHEMPI, RANDY LGH Rehab OP Rehab Ahritis New - PT 29Nov-2017-845 1 Hourls)

Press the OK button. All appointments will appear in a “Pending” status within the WIP.

Work in progress:

=--#% CSTSCHEMPL RANDY
--® Recurring sequence
_Q Rehab Arthritis New - PT (Monday, 27-Nov-2017)
_ Current Schedule
: = [fl} LGH Rehab OP
+Q Rehab Providers
-4 Patient
+$ Rehab Arthritis Mew - PT (Wednesday, 29-Movw-2017)

Press the CONFIRM button and the “Confirmation” window will display with a summary
of each appointment. Press the OK button to close this window.

Follow the steps (20 to 28) from the “Appointment Scheduling — Confirming an
Appointment” section to create an Encounter for the first appointment.

In the Current Encounter Information section, complete the below blank mandatory
fields:

Encounter Type: Pre-Recurring

Medical Service: select from the drop-down list

Encounter Tope: Medical Service: Reazon for Wizt
Pre-Recurring »  Oeccupational Therapy = rehab

Click Complete to finish.
The Document Selection window displays. Click OK to complete.

The Pre-Register Outpatient window displays. Verify and click OK.

Pre-Register Outpatient @

The following LGH Rehab Qutpatient aliases have been assigned for
CSTSCHEMPL RANDY:

Encounter Number: 7000000015454
Visit Id: 7000000015484
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23. The “Encounter Selection” window re-opens for the second appointment.

24. Select the already created “Pre-Recurring” encounter number for the second
appointment from the selection window.

Encounter Selection 2]
Encourter Number | Enc Type Disch Date Admit Type  Facility Murse Unit Encounter Prsnl  Provider Name: Reg Date Arive D
7000000015175 Pre-Outpatient LGH Rehab OP  LGH Rehab OP Refemng Provider TestCST, FamiyNursePractitioner-MH1 MH, NP
7000000015484 | Pre-Recuring | | [1GH Rehab OP | LGH Rehab OP TestCST. FamiyNurssPractitoner-MHT hiH. NP
7000000013101 Referal 06-Nov-2017- 11:45 LGH RAN LGH RAN Refering Provider Baggoo, Alan Kieth 06-Nov-2017-11:45
7000000015242 Referal LGH Chemo LGH Chemo Refemng Provider Mytropan, France
7000000013132 Referal LGH RAN LGH RAN Refeming Provider Baggoo. Alan Keeth
« m I3

Moy Add Enc Cancel

25. Click OK to close the window.

NOTE: The Recurring encounter will have to be manually discharged once the course of
treatment is complete.

Modify a Recurring Appointment

When a recurring appointment is scheduled, the system will always recognize that these
appointments are attached together. If you are to perform any action on any one of
these appointments, the system will always ask if you intend to perform the action on
just one component or all components within the recurring series.

A message similar to the following will display when performing an action (example:
Actions ---> Modify or Actions ---> Reschedule) on an appointment scheduled within a
recurring series:
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Medify Recurring Appointrent Type @

This is a recuming appointment. Do you want to open this occumence, multiple occumences,
or all occumences?

@ Open one or more 0CCuUmences
Open all occumences

Rehab Asthritis New - PT (Menday, 27-Nov-2017, CONFIRMED)
[C] Rehab Arthritis New - PT (Wednesday. 29-Nov-2017. CONFIRMED)

[ ok || cancel |

If you choose to open one or more occurrences, then the action will only affect those
appointments that have a checkmark. If you choose “Open all Occurrences”, then the
action will affect all appointments within the recurring series.

Refer to the “Appointment Reschedule” section to learn more about how to reschedule
an appointment.

Group Appointments

Group appointment functionality allows you to schedule multiple patients to the same
resource all at the same time. This functionality is commonly used in areas that are
conducting classes or group therapy.

Create Group Sessions
Prior to scheduling a Group Appointment Type, a Group Session must be created. To
create a group session, complete the following steps:

NOTE: To be able to create the group sessions, the resource must have an open slot on
their calendar for the date and time of the group session. Please refer to section Adding
Slots for a Day. From the Task menu in SchApptBook, select Group Session -> Create.
The Create Group Session window will display.

1. Inthe Group Session Type field, type in the name of the Group Appointment Type and
press Enter or the Ellipses button.

2. Inthe Description field, type a more detailed description of the session that the
scheduler will understand; such as “8:30 am Diabetic Ed Session.”
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3. The Location field will be defaulted with the location associated to the group
appointment type.

Enter the Capacity of the group.

5. If “Shared Session" attribute is checked, the group session can be scheduled with other
available group sessions otherwise it is non-shared.

6. If “Open Session" attribute is unchecked, indicates the session is closed and should not
allow scheduling into any of the reoccurring group sessions after the first group session
begin date.

In the Begin Date field, place the date that this session should start.
Change the Begin time to a time corresponding to the time of the session.
9. Leave the next field as it defaults with the resource for the group session.

Create a Group Session @

Group Session | Recur
Group session type:

Rehab Knee Group D
Description

Rehah Knee Group|
Location:

_GH Rehab OF] -
Capacity:

2

Shared session

V| Open session
Begin date: Begin time

24Nov-2017 = E| 0800
< Rehab Asst:

LGH Rehab Assistart -

Group session corflicts:

Role Date Time

Check Ovemde ok || canca

10. Click the Recur tab.

11. In the Recurrence pattern section, specify the appropriate recurrence pattern of the
group. For example: a group that happens every Tuesday, click on the “Weekly” radio
button and unselect every day except for Tuesday (see screenshot). In the Range of
Recurrence, specify a start date. There is an option to specify an “End Date” or have the
recurrence end after a specified number of instances.
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Create a Group Session [-®
:GroupSession.: Recur |

Time Pattem
[C] Every

Recumence Pattem

) Daity Every 1 week(s)
@ Weekly || Sunday || Monday [¥] Tuesday ] Wednesday
() Mortthty [T Friday | Saturday
Yearly Mdas | [ Weskdays
Range Of Recumence
Start date: 27-Nov-2017 = E| @Endafier 1 5 petances
") End date: |23MNov-2017

12. Press the OK button in the lower right corner of the window.

Group Appointment Scheduling

1. To schedule a group appointment, click on the Appointment Tab.
2. Click the Ellipsis button beside the Person name field.

3. Search for the patient, by entering the PHN, then click OK (if you do not have a PHN,
search by partial last name and first name or date of birth and gender).

4. If you have found the correct patient, click only ONCE on their name to select, then click
OK.

5. Select a Facility Name in the “Organization” window.

6. The EMPI window will appear momentarily as your patient is checked against the EMPI
database.

7. The “Future Requests/Appointments” window will appear for the patient if they have
any appointments booked in the future. Click OK to close the window.

8. The patient’s name will now display in the Person Name field.
9. Enter an Appointment Location and the name of the Appointment Type.

10. Scroll back up to the Person Name field. Notice that the field changes to allow for
multiple patients. This is because group appointment types allow for booking multiple
patients to the same resource at the same time.

Date: February 2, 2018 Page 38 of 75



Patient Scheduling — Foundational Part#1 Training Manual

Appointment

*FPerson name:
CSTSCHEMFI, RANDY E]

m

¢ CSTSCHEMPL RANDY

*Appointment location:

I 5H Rehsh NP

11. In the Person Name field, clear out the first patient’s name and type in the name of your
second patient. The “Person Search” window will display. Follow the same steps (3 to
8) from above to select the appropriate patient from the list and press the OK button.

12. Both patients should now display.

* CSTSCHEMPL RANDY
* CSTSCHEMPL JOHNNY

13. Scroll down and fill out the remaining accept format fields.

14. Press the Move button and the information for both patients will display in the WIP.

Work in progress:

=--#% CSTSCHEMPIL, JOHMNY
E‘CS; Rehak Knee Group
EI Current Schedule
=-[Fll LGH Rehab OP
..... %2 (Group Session Rescurce
" 25 Patient
- #% CSTSCHEMPL RAMNDY

15. Use Suggested Scheduling to help find an available appointment time. Press the
Suggest button.

16. In the Suggested Schedules window, press the Suggest button.
17. An available time will display. Press the Select button and then press OK.
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D Suggested Sehediles

Fat FAeporiment Loelion  fpporimend Type  Frmery Onder  Scbunduled Date Trve Falierd Durelion

Fehnah ¥nee Group
Pl Wnes Geesp

21T CETSCHEMPL JOMNNY LG Rshas OF
1170 CSTSCHEUPLRANDY  LGH Pkt O

Suggest Critesia | Preferemees
Apportment Datn
& Dsteange: o 2T

Sohesiie

Aoportinent Tew
& Troesare o SRE ]

Teor warutera

| MO H =

Ot
0 Mrates

Puluw P DateTroe Pamsan fpet DutnTine Aot Tyoe

Pesous st Lac Prisacy Order  Fissource Durmton 5 Type

G| 5 Lrusns | I7450 9017 15,00 | CSTSCHENF, JORNNY | 77-Now 2017 1500 | inss Griug | ek W G [ o iphab o | [dsbrutes |
5 binien | 270 2017 1550 | CSTSCHENEY FANDY | 23 M 25171500 | Fch Kooe Grous | b Fomm G | L Fhab OF | | binten |GG |

NOTE: The Suggest function only returns one appointment option for group
appointments. To view additional options, you must select the “Next” button on the

bottom left corner.
18.
19.

Press the Confirm button to view the summary info.

If your appointment is designed to require an encounter added at the time of booking,

then the “Encounter” selection window will display. Either select an existing encounter,

or press the Add Enc button to generate a new encounter.

20.

Click on the Bookshelf bar. Select the bookshelf for the department which schedules

the group appointments from the list of Bookshelves. Press the OK button.

Books | Appointment

LGH IROP Book
LGH SLP Rehab Bo...

=

=]

[+
m
o
o
'
=z
I
4]
=

|8
s
=2
a [
|5
or [
| T
(el O
[ |

LGH Rehab Book
LG H Arthritis Book
LGH Rehab Hand C ...

21.

Bookshelf - LGH Rehab Ser(INNNSuNIg, 7=

ﬂﬁ LGH Obstetrical Ambulatony Book shelf
ﬂfﬁ LGH Outpatient Care Centre Book shelf
-filf LGH Peds Asthma Bookshelf
El{fﬁ LGH Rehab Services Bookshelf
G- LGH FRehab Book
G- LGH Arthitiz Book
Q LGH Rehab Hand Clinic Book.
Q LGH Rehab Groups Book
G- 4 LGH Parkingon Group Book
-4 LGH NROP Book

@ LGHIROP Book
[ LGH 5SLP Rehab Book

IR '

m

Double click on the appropriate book. You should see the resource that performs the

group appointments and the available sessions for the day.

22.

Session Information” window will display.

3

- ~Rehab Knee Group
LGH Rehab QP
Corfimmed

FEALLERCLLAN

o

Press the Group Session icon within the session that you just booked. The “Group
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Group Sessien Information @
Group Session Type: Rehab Knee Group
Description: Rehab Knee Group
Location: LGH Rehab OP
Capacity: 2
MNumber Scheduled: 2
Shared: Mo
Open: Mo
Persons:
Name Status
CSTSCHEMPI, RANDY Pending
CSTSCHEMPI, JOHNNY Confirmed
Resources:
Resource Role
LGH Rehab Assistart Rehab Asst

Group Appointment Cancellation and Group Session Inquiries

1. Open Appointment Inquiries by clicking on the =

“Appointment Inquiries” window will display.

icon at the top of the screen. The

2. Use the arrow buttons to navigate to the Location tab. Click on this tab.
3. Choose “Group Session Standard Inquiry” from the Inquiry dropdown.

4. Choose “Ambulatory” from the Location Type dropdown and “Appointment Location”
from the Location dropdown.

5. Ensure that your date range is set to include the appropriate timeframe and press the
Find button.

6. Highlight the appropriate group session, right click and choose Cancel. The “Group
Session Persons” window will display. There is an option to select a single patient,
multiple patients or the entire group.

7. Select OK to close the “Group Sessions Persons” window and proceed with cancelling
the selected patient(s).
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& Group Session Standard Inquiry
i Task Edit View Help

M RO KM cn @ EEE O AEE R K

| Person | Resource | Location | Request List Begin Date Duration  State Pppoirtmert Type  Resource Capaciy Patienis
27-Nov-2017-15.00 45 Confimed Rehab Knee Group LGH Rehab Assistart 22 CSTSCHEMPI, RANDY: CSTSCHEMPI, JOHNNY
Inquiny
Group Session Standard Inquiry -
B Group Session Persons 7|
Location type: 2
Ambulatoryis) - This appointment is part of a group session. Do you want to open this persons, multiple
persons. ar all persons?
Location: o0
LGH Rehab O . @ Opn ene or mare persons.
() Open all persons.
Start dats Star time

= . [¥ CSTSCHEMPI JOHNNY (CONFIRMED)
arovanr: (4[] oo |2 [] CSTSCHEMPI. RANDY (CONFIRMED)
End date: End time:
et [H[¢] zE [

8. The Cancel window will display. Select the appropriate cancellation reason from the
dropdown and press the OK button.

9. You will now see the Capacity number decrease for the session which your patient was
originally booked.
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Slot Maintenance

Adding Slots for a Day

1. Right-click on the scheduling appointment grid, select Slots then Add Slots.
2. Change the time interval of the slots on the right if necessary.

3. Open the + sign next to the All Slot Types.

Add Slots - Dommann, Steven MD @
Day begin: Day end: Schedule:

0200 = 1600 Z [~
Time interval:

15 -

Display slot properties when adding a new slot

Slot groups and types:

s Slot Groups

() A Slot Types

m

4. Find the appropriate slot type and select for your clinic.

5. Drag and drop the selected slot type to the appropriate start time on the right side of
the screen.

Add Slots - Dommann, Steven MD @I
Day begin: Day end: Schedule:
0800 =1 1600 [~
Time interval: ﬂ
15
Display slot properties when adding a new slot
Slot groups and types:
----- = LGH NROP Team Meeting =
..... 2 LGHOB Amb
----- = LGH OB Induction 1000
..... s LGHOCC ik
----- 4 LGH Peds Asthma 10:15
----- a LGHPF 10:30
----- 2 LGHPF-Peds 0:45
..... 2 LGH POL Qs 1100
..... a —
..... s LGH RASC 11'1:
----- s LGH Rehab ED
----- s LGH Rehab Total Knes 11:45
..... s LGH Resp 12:00
..... s LGHRSV 1215
----- s LGH 5LP Dysphagia Assmt 1230
..... 4 LGH 5LP FEES
- [ |12:45
i s |GH Trauma _
e m + 1300 -

6. If more than one slot of the same type is required, you can right-click; select copy and
then paste the slot into the desired time slot.
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Add Slots - Dommann, Steven MD

Day begin: Day end:
0200 = 1600

Time interval
15

Display slot properties when adding a new slot

Slot groups and types

Schedule:

(5=

|
8:00 EBDD
-

8:45 £9:00

LGH RAN

C

= LGHOCC

2 LGH Peds Asthma

a LGHFF

2 LGH PF - Peds Asthma
2 LGHRAN

Copy Slot

Paste Slot
Delete Slot
Slot Properties

Slot Release Times

Partial Time Block Release

= LGHRASC

2 LGH Rehab

2 LGH Rehab Total Knee
s LGH Resp

= LGH Resp Ed

= LGH SLP Dysphagia Assmt
2 LGH SLP FEES

2 LGH Trauma

2 LGH Vascular Access
= LGH Wound Ostomy

= lunch

2 Mammo
« [ r

[ ok |[ comea |

7. To change the duration or description of the slot right-click and select Slot Properties.

(9 s

Slot Properties

Mnemanic:

LGH RAN

Diescription:
LGH RAN
Display scheme:
Lt Vellow/Black -
Flex string:
<Mone: -

Duration:
1 =] Houn(s) = Minutes ~ ] Day

Cortiguous
Appointment start time interval:
15 -

Group slot count
1 =

Applied default schedules:

Template Range Applied

8. Change the slot information and click OK. The information typed into the mnemonic
field will display on the appointment screen.

9. Click OK on the “Add Slots” window to save the changes to the new slot.

NOTE: It is not possible to modify a slot after it is created. You must use the “Remove
Slots,” “Add Slots,” or the “Replace Slots” function to make any changes to the slot.
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Removing Slots from a Schedule

1. Right-click on the slot to be removed.

2. Select Slots then Remove Slots.

Demmann. Steven MD

_______________

_______________

...............

_______________

_______________

...............

...............

_______________

_______________

...............

_______________

3. A confirmation window will appear. Click Yes to remove the slot.

Actions

Add Mew Appointment
Book Request

Confirm Request
Remove Request

Recur Appeintment
Mavigation

Inquiry
Report

Applications

Person
Slots

Resources

Book Settings

Kaiway. Sarash MD

LGH RAN

Add Slots...

Remove Slots

Partial Release Slot
Replace Slot

Slot Comments...,

Yiew Slot Information...

Replacing Slots from a Schedule

1. Right-click on the slot to be replaced.

vk N

Select Slots then Replace Slot.

Open the + sign next to the All Slot Types.
Find the slot type that the current slot will be replaced with.

Drag and drop the selected slot type to the start time on the right side of the screen.
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Replace Slots - Dommann, Steven MD @
Time interval: Schedule:
15 -
M
Display slot properties when adding a new slot 1794
Slot groups and types: 13:00
-2, Slot Groups - | 1315
=1 = All Slot Types 13:30
..... a BD Ay 13:45
----- a BD QC Daity 14:00
----- = BDQC Mo 1215
..... a — i
----- = Break EET
----- 2 Cardiac Rehab 14:45
..... 2 Cath Lab 15:00
----- = Clinic 15:15
----- s (Closed 15:10
----- = Coffee :
_____ . T 15:45
..... o CT Any 16:00
..... a CT Bicarb 16:15
----- a CT Cardiac
----- a CT Colon
----- s CT ED Scheduled OP
..... = CTED/P
----- = CT Interventional v
4 I b
| ok || cance

6. Follow steps (7 to 9) from Adding a Slot to complete replacing the slot.

NOTE: When replacing slots, the new slot(s) must be the same duration as the original slot. (It is
possible to add multiple slots of different types and durations to fill up the time block).

Blocking Schedules

There are times when you will need to block off a schedule so that appointments are
not booked inti it.

To block just a few slots, you can use the appointment type “Blocked Time.” When you
have confirmed it, the slot will turn grey and cannot be scheduled into.

1. Follow the steps (1 to 4) from Pre-requisite Steps for Booking an Appointment to go to
the Appointment tab.

2. Select an Appointment Location from the drop down list (NOTE: Skip the Person Name
field).

Select “Blocked Time” in the Appointment Type field.
4. Add any appropriate comments in the Comments field in the “Accept Format Fields.”

Click on the Move button to move the appointment to Work in Progress (WIP) area.
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Teik  Edt View Hob
A EHAEANCTDIRAL oM ARG IIRS S N T2 08 SHZRARP NASSRABEBIY
e Back = - [7) 3

Se Mo T We T B Ga

T B Gt necale
4 fri = [ oHRaN
L I I T il v - 1 !Q
7 OWW T % Ao || RN [ | | Ll
LI U B B

ERERET - B Becked Trw =

6. Use either “Drag & Drop” or “Schedule” button option to block the time on calendar.

7. Click Confirm to complete booking the Blocked Time appointment.

B 2017 T Books | Appointment |

4 November » Person name
Su Mo Tu We Th Fr S5a ‘
29 3 ;o 2 3 4

5 & 7 8 9 1m N
2013 14 15 16 17 18
oW N Z2 23 o K Appointment type:

% z([=aEfw 1 ¢ ‘

3 4 5 g 7 8 9

*Appointment location

Karst. Lauren PT
LGH Rehab

Confirmed
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Appointment Management

Modifying Information

There are two different types of modifications that can be made. You can modify
Appointment information such as the Referring Provider, Referral Received Date,
Reason for Visit, and Special Instructions, etc. You can also modify Patient information
such as their Date of Birth, Last Name, and Phone Number, etc.

NOTE: Do not use these steps if you have a preference card associated with the
appointment.

Appointment information can be modified in two ways.

1. First, you can right click on the appointment, go to Actions, and then select Modify.

R P Il I e Confirm... =
Contact...
Reschedule
Hold...
Cancel...

Mo Show...

Check In...

hab Services Bookshelf Check Qut...

Patient Seen...

Batch Reschedule...

2 |d
HE
é & Request k
B
= .
3 2 Verify...
@ Med Mec Check...
Lock... —
Unlock...
Karst. Lauren PT Lun, Janet PT Shuffle... :[
Swap Resources...
Reorder ...
Group Session 4
o &t ]
7 €YCSTSCHEMP], JOHNNY % Link '

Rehab Arthrit, }
v Unlink...
Frorr80900, Alar A :
Add Mew Appointment

______________ Book Request

AT
)
T
i
&

e T S

""""""" Confirm Reguest

Rermove Request

B |

Recur Appointment
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2. You can also highlight the appointment, and then click the Modify button at the top
of your screen.

3. The “Modify” window will pop up allowing you to make any changes.

@ wosty
Name: CSTSCHEMPI, JOHNNY BC PHN: 9876706228

Prefemred Name: MRN: 700006538 DOB: 01-5ep-1999

Disease Alert: None Process Alert: Falls Risk. Commu_.. Age: 18 Years

=

- General | Summaryl Details | Orders I Guidelines I Motification | Conversation Summaries I Ttineraries | Locks | Booking Motes
G- Rehab Arthritis New

Modify reason:

Comments

4. Click the Details tab to make changes to the appointment information.

| General | Summar@e‘tailsj)ders | Guidelines | Maotification | Conversation Summaries | Itineraries I Locks I Booking Notes

*Reason For Visit:

rehab

Ordering Provider:

*Refeming Provider:
Baggoo, Alan Kieth
*Referal Received Date:

*Irterpreter Required?:
Mo

Language:

Special Instructions:

NOTE: It is not possible to modify the Appointment Type, Location, Patient Name.
These changes will require the apppointment to be rescheduled.

5. You can type in any additions you need or delete information, then click OK to save.

6. To modify patient information, you will need to highlight that person’s appointment,
right click, go to Person, and select Modify Person.
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Bl Scheduling: Scheduling Appointment Book

Task Edit View Help
M T RER RIS o @8 eSS NI QA FHFESEF  CEC A HNABEERL
¢ Back » =+ [F] 4}

29-Nov-2017 - LGH Rehab Book

O'Laughlin. Geraldine PT

Sharpe. Nin

a 2017 » Books | Appointment |
! Mosembel D Buokshelf - LGH Rehab Services Bookshell
Su Mo Tu We Th Fr Sa
29 A 1 2 3 4 _E g lg:
5 B 7 8 a m N m|E o
o |f 2
12 13 14 15 18 17 18 E a i
19 20 N 2 23 M B 2 E %
T
] sEJ 0 1 2 o g
3 4 5 B 7 ki k]
Confortin. Mary PT Geelen. Claire PT Lun. Janet PT
2:00 LGHR...
815
8:30
8:45
9-15 Actions
| 9:30 || LGH Rehab Add New Appointment
[E] Book Request
10-00j onfim .
1015 onfirm Request
10-30| Remove Request
10-45 Recur Appointment
ﬂ Mavigation
11:15|
11:30| Inquiry
11:45| Report
12:00
12:15| Applications
12:45|
Slots
13:00|| LGH Rehab LGHR. LGH Rehab
1315 Resources
== Book Settings

LGHR...

y
Modify Person...

Person Comments...

View Encounter...

Add Encounter...
Modify Encounter...
Encounter Comments...

View All Encounters...

Allergies...
Post Encounter Payment..

Post Guarantor Payment...

LGHR.

7. Select Facility Name in the “Organization” window. The EMPI window briefly launches.

8. On your screen you will see the system loading patient information, and opening the
Modify conversation. When the “Add Person” window opens, you can make any
changes that are required.
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AE P A Bed Ackess Atk Adkbess A Adkbegs

Canads

No Phore « [] [l (N 1

9. After you have made your changes, click Complete to save.

Appointment Cancellation

There are multiple options for canceling appointments:
Option 1: Right-click on the appointment within an Appointment Inquiry.
Option 2: Right-click on the appointment within the scheduling grid area.

Option 3: Click on the Cancel icon on the Toolbar.

Option 1: Right-click on the appointment within the Appointment Inquiry

1. To cancel an appointment from an Inquiry, first open the Schedule Inquiry window by
clicking on the eyeball icon in the Toolbar. -

2. Use one of the many available Inquiries to find the appointment:

e Search by the patient name using a Person Inquiry such as “Person Schedule
Inquiry — Standard”
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e Search for the appointment by the Resource name using a Resource Inquiry such
as “Resource Schedule Inquiry — Standard”

e Search for the appointment by the appointment’s scheduled location using a
Location Inquiry such as “Location w/Person Name”

3. Select the Inquiry type of your choice, fill out the appropriate search criteria and press
the FIND button.

4. Highlight the appointment you wish to cancel, right click and choose Cancel.

BEG DATE DURATION STATE AFPT TYPE REQ DOCTOR RESCOURCE
11 Dec-2017 - 8:00 20 Corfirned Rehab F/Up  Bagagoo, Alan Kieth  Corfortin, Mary PT

[12-Dec-2017-8:45] 20 | Confimed | Rehalut i OT |

Confirm...
Contact...
Maodify...
Reschedule
Hold...

Mo Show...

5. If the “Interpreter Required?” field was set to “Yes” when the appointment was
scheduled, an Appointment Guideline will appear reminding the clerk to cancel the
interpreter request.

6. The Cancellation window will display. Select an appropriate reason in the Cancel
Reason dropdown and press the OK button.

General Summar}rl Details | Orders | Guidelines I Matification | Conversation Summaries | Itineraries I Locks | Booking Notes|
*Cancel reason:

Comments:

7. The appointment is now in a cancelled state. If there is an order associated to the
appointment, the order will get auto-cancelled.

8. The next step is to Cancel or Discharge the encounter which is covered in Registration’s
Foundation training.

NOTE: Cancel the encounter if there are no orders/documents associated with it and
discharge the encounter if there are orders /documents associated with it.
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Option 2: Right click on the appointment within the scheduling grid area

1. You may also cancel appointments directly within the grid area. To accomplish this,
right click on the appointment; go to Actions, then Cancel.

Hehab Services Bookshelf

LGH NROF Book
LGH IROP Baok
LGH SLP Rehab Ba

0

Lun, Janet PT

CRTRr TRRRe

“EYCSTSCHEMPL,
# Rehab Arthritis

-

cobts TRURENON

£

RANDY
Maaa . PT

e

LGH Rehab OF

2=
Fl
=

L L L L

Actions 3

Confirm...
Contact...
Modify...
Reschedule

Hold...

Mo !haw...

CheckIn...
Check Out...

Patient Seen...

Batch Reschedule...

Request

Verify...
Med Mec Check...

Lock...
Unlock...

Shuffle...
Swap Resources...

Reorder ...
Group Session

Link...
Unlink...

=

Add Mew Appointrment
Book Request
Confirm Request

Remove Request

2. The Cancellation window will display. Follow the steps (4 to 6) from Appointment

Option 3: Click on the Cancel icon on the toolbar

1.

Cancellation Option 1 to complete cancelling an appointment.

Again, highlight the appointment you want to cancel, and then click the Cancel Icon
at the top of your screen.

The “Cancellation” window will display the same as in the previous methods of
appointment cancellation.
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Appointment No Show

If a patient does not show up for their scheduled appointment, the appointment should
be “No Showed” (the guidelines around No Showing may differ by clinic). This action
will change the status of the appointment to “No Show.” It will also create a reschedule
request so the appointment can easily be moved to another date/time (if appropriate).
Follow the steps below to “No Show” an appointment.

1. From the Scheduling Grid or an Inquiry, right-click on the appointment, go to Actions,
then No Show. The No Show window will open.

Ne Show
Name: CSTSCHDEMO, STLAURENCE BC PHN: 5878119764
Preferred Name: MRAN: 700002678 DOB: 18-Apr-1967
Dizease Alert: None Process Alert: None Age: 50 Years
m General Summar_t,rl Details I Orders |Guidelma¢ Maotification | Conwversation Summari I Itinerar i | Locks | Bocoking Nota=|
G- RAN New Comments:
Person Name MRN Home Phone  Enc Type Encounter Number  VIP
CSTSCHDEMO, STLAURENCE 700002678 Pre-Outpatient 7000000010353 Yes
vew | [ Modty || CanceEnc
] 11l 3
’ OK ] [ Cancel I

2. Verify you have selected the correct patient/appointment and click the OK button.

3. The appointment will appear as No Showed (grey) in the Scheduling Grid.
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28 23
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3

Books | Appointment |

Bookshelf - LGH Outpatient Care Centre Bookshelf

LGH Medical Day C...

Work in progress:

LGH RASC Book
LGH RAN Book

LGH Prefnesthesia...
LGH Trauma Outpa...

LGH OCC Rooms ...

il

A Reschedule Request is automatically generated when an appointment is “No

LGH RAN

Showed.” Open the “Reschedule Requests” Request List to view and manage the

request.

4. Click on the Request List Inquiry icon.

5. Inthe “Schedule Inquiry” window, the Inquiry should be “Request List by Location.”
From the “Request List Queues” dropdown, select “Reschedule Requests.”

6. Enter the appropriate Location Type (i.e. Ambulatory) and Location (i.e. LGH RAN) and
click the Find button. All appointment requests that meet the search criteria are

displayed.

& Schedule Inquiry - Request List by Location
Task Edit View Help

IMBRERDEHN E@AL S 88 B0 cHadal & 2N

= B =

Request List MRN Person Mame Appointment Type  Order Priority Received Date Reguested Date
700003338 CSTSCHEMPI, PETE RAN F/Up Follow Up - Clinic.  Rotine
Inquiry: 700007831 CSTSCHEMFI, RANDY RAN New Rottine 28 Nov-2017 - 0:00
Request List by Location - 700006487 CSTSCHTEST, JOETRIAGE RAN New Emergent (essthan 1week) 06-Dec-2017- 0:00
700008683 JOHN, SMITH RAN New Routine 06-Dec-2017-:00 07-Dec-2017- 7
Request List Queues: 700002678 CSTSCHDEMO, STLAURENCE RAN New Emergent (ess than 1wesk) 07-Dec-2017- 0:00
Reschedule Reguests -
Location type:
Ambulatory(s) -
Location:
LGH RAN -
[ ma ]| J[ oo < i ] r
7. If the appointment is not going to be rescheduled, follow these steps:
a. Right-click on the patient and select Cancel Request.
Date: February 2, 2018 Page 55 of 75



Patient Scheduling — Foundational Part#1 Training Manual

NOTE: It is important you select “Cancel Request” and not “Cancel”.

[E Schedule Inquiry - Request List by Location Batch Reschedule
! Task Edit View Help Group Info..
MR ERmOEID BEO Y o8 E EE O el alE Vet
Name: CSTSCHDEMO, STLAURENCE 8 Med Nec Check...
Preferred Name: MRN: 700002678 DOB: 18-Apr. Lock.,

Disease Alert: None Process Alert: None Age: 50 Yed Unlock...

Add Mew Appeintment

Request List MRN Person Name A Received Date Requested
700003398 CSTSCHEMFI. PETE R Complete Request.. e
Inquiry: 700007891 CSTSCHEMPI, RANDY Rl Medify Request... e 28-Nov-2017 - 0:00
Request List by Location - T00DD8683 JOHN, SMITH Rl e 06-Dec-2017-0:00 07-Dec-201
R’

700002678] CSTSCHDEMO, STLAURENCE ert less than 1 wesk) | 07-Dec2017-000 [ |

Cancel Request...

Request List Queues:

| |

Reschedule Requests -
Location type: Schedule
Ambulatory(s) - X
Inquiry 3
Location: Motifications...
LGH RAN -
Superbill...

b. A “Cancel Request” window will open. Enter comments into the Comments field
if necessary and click OK. The patient will fall off the list.

Cancel Request E
Name: CSTSCHDEMO, STLAUREN._.. BC PHN: 9878119764

Prefemmed Name: MRHN: 700002678 DOB: 18-Apr-1367 - Location:

Disease Alert: None Process Alert: None Age: 50 Years Preferred Phone: (604) 558

=-#% CSTSCHDEMO, STLAUREN | General

RSN R N ew (Rescheduld

Comments:

c. Loginto PMOffice to cancel the Pre-Outpatient encounter.

d. Click on the Conversation tab and double-click on the Cancel Encounter
conversation.
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% Access Management Office
Task Miew Groups Help

|@. = |:1q:: | =7 ‘@ ‘:e: | [ 5] ‘:j}q:: ‘@Asﬂfllﬂﬁ | ;> Groups v| k2 Help
Conversation <
£ Add/Modify Perzon

B Cancel Encounter

:ﬂ Dizcharge Encourter

8 Leave of Abzence

Sl W odity Discharge

£ Modity Discharged Outpatient
§ Pre-Register Outpatient

e. Refer to the Person Search Quick Reference Guide to find the appropriate
patient.

f. Be careful to select the appropriate Pre-Outpatient encounter and click OK.

g. The Cancel Encounter window will open. Confirm you have selected the
appropriate patient and encounter then click Complete.

NOTE: If you are cancelling the encounter the same day as the appointment, you can
use “Today’s Expected Arrivals” worklist to find the patient/encounter. If you do not
cancel the encounter, it will appear on the “Past Due Arrivals” worklist.

W Access Management Office
Task View Groups Help

|@. ‘jg |@§ ‘@ ‘{j | [ 4] ‘a |@A50f9:12 ‘ (> Groups v| h? Help

Converzation

Bedboard

Worklizst

ﬁ Deceaszed Patients with Active Encounters
@ Incomplete Pre-registrations

@ Interpreter Required

@Jurisdiction and OPC Form Mot Signed
i Past Due &mivals
@ PCP Mot Verified
@ Pending Dizcharges

[ Provider Mat in System

@ Provider Quemy

@ Fecuring - Reviswed > 120 Days Aao
@ Refemal Encounter Worklist

ﬁ Refemals Ower 2 'ears Old

@ Today's Expected Armivalz

s
=3

als

Request List

8. If the appointment should be rescheduled, follow these steps:

a. Right-click on the patient and select Complete Request...
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Name: CSTSCHDEMO, STLAURENCE

Preferred Name:

Disease Alert: None

Request List

MRN: 700002678

Process Alert: None

MRN Person Name

700003998 CSTSCHEMPI, PETE <

Inquiry:
Request List by Location

Request List Queues:
Reschedule Requests

Location type:
Ambulatony(s)

700007891 CSTSCHEMPI, RANDY]
- 700008683 JOHN, SMITH

700002678) CSTSCHDEMO, STLAL

VEIN Yo

Med Nec Check...

Lock...
Unlock...
Add Mew Appointment

Complete Request...
Medify Request...
Move Request...
Cancel Request...

Restore Request...

Schedule

Inquiry

Priority

inic  Routine
Routine
Routine

|| Emergent (s tha

a. Click OK if the “Future Requests/Appointments” window opens.

b. In the “Existing Encounter” window, click Yes to retain the associated encounter.

c. The appointment will appear in the WIP. Refer to the steps 7-10 in the
Appointment Reschedule section (Option 1) to complete the rescheduling of the

appointment.

NOTE: The attached encounter will be updated with the new date and time.

Appointment Reschedule

There are multiple methods for rescheduling an appointment.

Option 1: Right-click on the appointment within an Appointment Inquiry

Option 2: Right-click on the appointment within the Scheduling Grid area

Option 3: Click on the Reschedule icon on the Toolbar

Option 4: Drag-and-Drop into WIP

Option 1: Right-click on the appointment within an Appointment Inquiry

1. Toreschedule an appointment from an Inquiry, first open the “Schedule Inquiry”

window by clicking on the eyeball icon in the Toolbar. =

2. Use one of the many available Inquiries to find the appointment:

e Search by the patient name using a Person Inquiry such as “Person Schedule
Inquiry — Standard”
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e Search for the appointment by the Resource name using a Resource Inquiry such
as “Resource Schedule Inquiry — Standard”

e Search for the appointment by the appointment’s scheduled location using a
Location Inquiry such as “Location w/Person Name”

3. Select the Inquiry type of your choice, fill out the appropriate search criteria and press
the FIND button.

4. Highlight the appointment you wish to reschedule right click and choose Reschedule.

g Schedule Inquiry - Person Schedule Inquiry - Standard
i Task Edit View Help

M ARER U KB 6 BE EE0 A B s K
Name: CSTSCHEMFI, RANDY

Prefermred Name:

BC PHN: 9876488326
MRN: 700007891 DOB: D6-Nov-1977

Disease Alert- None Process Alert- None

Age: 40 Years

Person | Resource |Locatlon I Request List BEG DATE DURATION STATE  APPT TYPE REQ DOCTOR RESOURCE

120-Hov 2017 800 60| Confimed | Rehab /

Inquiry:
Person Schedule Inquiry - Standand

Person

Confirm...
Contact...
Modify...

Hitioner-MH1 MH, NP | Karst, Lauren PT

CSTSCHEMPI, RANDY (&)
Held...
Start date: Start time: Cancel...
20:Nov-2017 = B mon = Mo Show...
End date End time CheckIn..
[ B =
Check Qut...

Patient Seen...

Batch Reschedule

5. The “Future Requests/Appointments” window may display. Press OK to move to the
next step.

6. The Existing Encounter warning may display if your appointment currently has an active
encounter associated. Press the YES button to retain the encounter association.

Existing Encounter @

. The Rehab Arthrtis Mew - PT is cumently associated to an active encounter.
_l_}. Would you like to retain this association?

Show comments dialog onby when required.

No || Yes || Gudelnes..

7. If the “Interpreter Required?” field was set to “Yes” when the appointment was
scheduled, an Appointment Guideline will appear reminding the clerk to reschedule the
interpreter.

8. If thereis an order associated to your appointment, the Appointment Attributes window
will display. Press the OK button within this window.

9. The appointment information will now display within the WIP.
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Worl in progress:

=--#% CSTSCHEMPL RANDY
£ Rehab Arthritis New - PT
Reschedule
E| Current Schedule
=-[fll LGH Rehab OP
Q Rehab Providers
<$ Patient

10. From this point, you will find a new available appointment time using one of the
methods previously described (reference: Drag and Drop Method, Suggest Scheduling
Method or Schedule Button Method). Find a new appointment time and press the
Confirm button. The “Confirmation” window will display. Press the OK button.

11. The Reason in “Reschedule” window will display. Select a reason from the dropdown
and press the OK button.

Reschedule @
*Reaszon:
-
Comments:

[ QK l [ Cancel l

12. Your appointment will now appear in a Confirmed status in the new appointment time.

NOTE: the attached encounter will be updated with the new date and time.

Option 2: Right click on the appointment within the scheduling grid area

1. You may also reschedule appointments directly within the grid area. To accomplish this,
right click on the appointment, go to Actions, and then click on Reschedule.
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7 Rehab Arthritis Mew - FT Actions 2 Confirm...
{LGH Rehab OP Contact
g:Ted{,‘ST F; ioner-MH1 MH. NP Add New Appointment I
i Book Request Modify..
% _________________________________________________ Confirm Request Reschedule
B s e Remove Request Hold...
E """""""""""""""""""""""""""""""" Recur Appointment Cancel..
... Mo Show...
A Mavigation 4
é CheckIn...
i Inquiry ' Check Out...
; _________________________________________________ Repart d Patient Seen...
i Applications b Batch Reschedule...
E _________________________________________________ Person » Request il
Slots 4 Verify...
Resources ' Med Nec Check...
Book Settings 4 Lack.. |
LGH Rehab Unlack...

2. From the WIP, continue to reschedule the appointment following the same steps as
Option 1 (refer to steps 5-10).

Option 3: Click on the Reschedule icon on the Toolbar

1. Another method for Rescheduling appointments is to use the Reschedule icon
2. Again, highlight the appointment you want to reschedule, and then click the Reschedule

i

3. From the WIP, continue to reschedule the appointment following the same steps as
Option 1 (refer to steps 5-10).

icon at the top of your screen.

Option 4: Drag-and-Drop into WIP

1. Toreschedule an appointment using Drag & Drop into the WIP, select the appointment
you want to reschedule and drag & drop it into the “Work in Progress” (WIP) window.

Rooks | Appalntment murim

E . ———— | [ =1 CoTsChDMeL RaNDY
o Tu We Th Fr Sa i "3 Rehah Fillp
sl Frovider B Reschedule
12 Carfortn. Many FT 3 L el Cismment Scheduie
4 5 B 7 B 13 S £l LGH Rehab 0P
T[12 13 14 15 16 || "Hessentorve e — 5 Rehab Provider
B 1w m N n n e w5 Patient

2. From the WIP, continue to reschedule the appointment following the same steps as
Option 1 (refer to steps 5-10).
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Appointment Shuffle

The shuffling feature is used to move around appointments on the same day, without
having to go through all of the rescheduling steps. For example, if appointments are
scheduled for a particular examination room, and that room is no longer available, you
can display the “Appointment Shuffle” window and drag the appointments from the

unavailable resource to the available resource.

1. Select the Shuffle option in the Appointment Book & to open the “Appointment
Shuffle Criteria” window. You may also highlight an appointment within the grid area,
right click, choose Actions, and then Shuffle from the menu.

2. The “Appointment Shuffle Criteria” window will display. Press the OK button.

Appointment Shuffle Criteria

Resources:

Confortin, Mary PT;Geelen, Claire PT;Karst, Lauren PT;Lun, Janet PT;Mumy, Liz PT,0"Laugt l:l

Date:

20-Nov-2017 . B

Beqin time: End time:

0800 = 1800
Retain Times

(7 ]Sl

*

oK

l | Cancel

3. The “Appointment Shuffle” window will display.

Appointment Shuffle - [Monday, Movember 20, 2017, 8:00 - 18:00]

= |

eelen, Claire PT[Karst. Lauren PT| Lun. Janet PT | Muny. Liz PT [0’Laughlin. Ger | Shame. Nina PT] Thirtle. Amand.._|Fischer. Casie __|Pemy. Megan OT[Pursell. Janet OT
FCSTSCHEMP. ) L. LGH Rehab LGH Rehab LGH Rehab
,,,,, Rehab Athrii
LGH Rehab OP LGH Rehab
\JestCST, Fa... LGH Rehab
| L |[E[E
- L (EYCSTSCHE., L |t

. Fehab Ar...
11:30) LGH Reha...
[11a5[, \__Bscooo A
12:00)
[12-15|
|12-30|
12:45
13-00|[LGH Rehab L LGH Rehab LGH Rehab L LGH Rehab LGH Rehab LGH Rehab LGH Rehab
[13-15|
13-30| i
Shuffing corficts:
Corfiict First Resource Appointment
a

oo
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3. To move appointments to a different time or Resource, highlight the appointment you
would like to shuffle. You are only able to shuffle appointments from the primary
resource to which they are scheduled. It is also important to note that appointments
can only be shuffled to a new slot or resource on the same day the original appointment
was scheduled.

4. Left click and drag to the new time and Resource. You will see a blue bar display before
you release your left mouse click.

B Appointment Shuffle - [Monday, November 20, 2017, 800 - 18:00]

IConfortin, Mary.. Geelen, Claire PTKarst, Lauren PT| Lun. Janet PT T AT O Laughiin, Ger...| Shampe. Nina PT]|
800 ||LGH Rehab L L

815 Farab At

830 LGH Rehab O

500
315
930
345

5. Release your mouse click and the appointment will now display in the new timeframe in
a “Pending” status.

Appointment Shuffle - [Monday, November 20, 2017, 8:00 - 18:00]

ortin. Mary...(Geelen. Claire PT|Karst. Lauren PT| Lun, Janet PT [T 0 Laughiin. Ger..

8-00 |[LGH Rehab L. LGH Rehab L.
8:15

8:30

 8:45 | CSTSCHEMP_

9:00 ¥ Rehab Adhit...
9:15 iELGH Rehab OP ¥

9:30 o TestCST, Fa..
qQ-4R F

6. Press the OK button. The Reason for Shuffle window will display. Select a reason from
the dropdown and press the OK button.

7. The Shuffle window will close and the appointment will now appear in a Confirmed
status in the new timeframe/Resource.

Swap Resources

Swap resources is used only to swap all appointments on the same day with another
resource in the same appointment book.

1. Select the resource that the appointments are to be swapped from.

2. From the Task menu, select Swap Resources icon.*ﬁ The “Swap Resources” window
opens.
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Swap Resources @
Swap LGHOR GAR with:
LGHOR CAP -
[ ok |[ canes |

3. From the Swap Resources list, select the resource where you want to move the
appointments. The list contains only the resources that you are allowed to access.

Or, another way to swap resources is by selecting the resource header and “Dragging &
Dropping” it into another resource.

4. Click OK in the “Confirm Swap Resources” window.

5. You will see the “Confirmation Swap Resources” window. Verify the resources you are
swapping are correct, and click on Yes.

Confirm Swap Resources E3

':e] Are you sure you want to swap LGHOR GAR with LGHOR GRS?
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Batch Reschedule

Batch Reschedule simultaneously reschedules multiple appointments while by-passing
the Work-In-Progress window. Perform the following steps to reschedule appointments
using the Batch Reschedule functionality:

1. Select one or multiple appointments within the appointment grid or appointment
inquiry by holding down the Ctrl key and highlighting each appointment to be
rescheduled.

2. Right-click on the appointments and select Actions->Batch Reschedule from the list.

Contact...

Madify...
Reschedule
Books | Appointment Hold...
P Cancel...
Ferson name:
Mo Tu We Th Fr Sa 1 Mo Show...
T2 3 4
6§ 7 8 93 10 1 *Appointment kocation: Check In...
Check Out...
WO 15 16 17 8 :
Patient Seen...
20 21 22 23 M % Appontment type 3
27 [z [29 ] 30 Batch Reschedule..
. | Request »
Verify...

Med Nec Check...

[

2
]
A
s

Unlock...

Shuffle...
Svap Rusommess._

Reorder ...

¥ [LGH RaN

} Group Session L3

' % Link... »
Unlinik...

Actions 3

S SR SIS IS
R o

ove

3. The “Batch Reschedule” window opens with all of the appointments selected displayed.
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Batch Reschedule @
Mode
(7 Offset from original time
Offeet: = Houss!
@ Reschedule into next available slot
Start date: End date

28Nov2017  [21[5] 28Dec2m7 12

Reason for reschedule -

[] Use originally scheduled resource

[E] Alllocations

Patient Appointment Location  Appointment Type  Primary Order  Scheduled Date/Time  Patient Duration

BB | CSTSCHEMPLRANDY [LGHRAN ___ [RANNew | [ |

= e CSTSCHEMPI JOHMNY LGH RAN RAN New 0 Minutes

Send zll appointments that could not be reecheduled to 3 request list for manual rescheduling

4. Select the appropriate batch reschedule mode and parameters.

e [f “Offset from original time mode” is selected, the offset parameter for rescheduling
will need to be specified. For example, an offset of “-1 Hours” will cause all affected
appointments to be rescheduled for an hour earlier into the same resource.

e If “Reschedule into next available slot” mode is selected the begin date and end date
range parameter for rescheduling will need to be specified. Additional options of
“Use originally scheduled resource” and “All Locations” become available in this
mode. If “Use originally scheduled resource” is checked, Batch Reschedule will
attempt to reschedule all appointments into the same resources they were originally
scheduled for rather than the first available slot across all appropriate resources. If
“All Locations” is selected, Batch Reschedule will perform first available rescheduling
across all valid locations for the appointment instead of only allowing the originally
scheduled location.

5. Areschedule reason is required and will be applied for all appointments currently
residing in the “Batch Reschedule” window.
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Reason for reschedule: -
. Auto Discharge -
lUse orginally scheduled resol —
O ginaly _Cancellation List Book
[C] All locations _Care Transfer
] _Consent not Received
Patient _Delay Treatment

B % CSTSCHEMPI, RA _Exam Replaced

o 52 CSTSCHEMPI, JOt _Incomplete Prep
_Incomplete Requisition)
_Job Action 3
_Leave of Absence
_MNao Show
_Order Contraindicated
_Order Maodification
_Patient Admitted to Ha
_Patient Discharged

Patiert Left Before Se

6. Click the Reschedule button. The book icon for all appointments that can be
rescheduled will close and turn red. The Scheduled Date/Time column will be populated
with the newly rescheduled time.

Batch Reschedule @
Mode
_) Offzet from original time
Offsat: = | .
@ Reschedule into next available slot
Start date: End date

2hovz07  [F[-] ZDec27 [

Ressonforreschedule:  _Patient Requested  «

Lze originally scheduled resource

[ All locations
Patient Appointment Location  Appointment Type  Primary Order  Scheduled Date/Time  Patient Duration
= @ CSTSCHEMPI RANDY LGH RAN RAN New 28-11-2017-13:30 30 Mirwtes
= @ CSTSCHEMPL JOHNNY LGH RAN RAN New 28-11-2017 - 14:00 30 Minutes
Send all appointments that could not be rescheduled to a request list for manual rescheduling

G D)oo ) e

7. If an appointment or appointments cannot be rescheduled using Batch Reschedule, an
option to send the appointments to a request list for manual rescheduling appears.

8. Click OK to complete the Batch Reschedule action. All appointments previously residing
in the Batch Reschedule window are now rescheduled or reside on a request list as a
request for reschedule.

NOTE: The associated encounters are retained with the appointments.
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Appointment Check In

Checking-in appointments is a good way to keep track of patients who have shown up
for their appointments and those who have not. It’s also an easy way for a tech, nurse
or other staff members in the department to know which patients have already arrived.

There are multiple options for Checking-In appointments:

Option 1: Right-click on the appointment within an Appointment Inquiry.
Option 2: Right click on the appointment within the scheduling grid area.
Option 3: Click on the Check-In icon on the Toolbar

Option 1: Right-click on the appointment within an Appointment Inquiry

1.

2.

3.

To Check-In an appointment from an Inquiry, first open the “Schedule Inquiry” window

by clicking on the eyeball icon in the Toolbar. ®

Appointments can be checked in from any Inquiry, but the recommended Inquiry is
called “Appointment Check-In by Location.” Click on the Location tab, enter the search
criteria below and press the FIND button.

Inquiry: “Appointment Check-In by Location”
Start date: add a valid start date

Start time: add a start time, if appropriate
End date: add a valid end date

End time: add an end time, if appropriate
Location type: Ambulatory

Location: select from the drop-down list

Once you have found the appointment you would like to check in, highlight that
appointment, right-click and choose Check In.

Date: February 2, 2018 Page 68 of 75



Patient Scheduling — Foundational Part#1 Training Manual

VIP  PHN Est Amival Encounter Number Patient Type MRN Patient Mame Appt Date

3878213221 7000000011240 700001789 CSTSCHPROD, TESTLYNDA .
Yes 9878213221 (3OCT-20171230 7000000011240  PreOutpatient 700001789 CSTSCHPROD, TESTLYNDA 04DEC-201713:30 -

3837000022 7000000016206 700000942 DOE, JANE ELIZABETH .
[ [ge76703318 | | 7000000016248 L LZeens oA sMmH [ ||

Confirm...
Contact...
Meadify...
Reschedule
Hold...
Cancel...
Mo Show...

Check Out...
Patient Seen...

Batch Reschedule

4. The “Check In” window will display.

Checkln
Name: CSTSCHEMPI. RANDY BC PHN: 9876488326

Prefered Name ™ MRN: 700007891 DOB: 06-Mov-1977

Discase Alert: None Process Alert: None Age: 40 Years
¥ ]| CSTSCHEMP, RANDY| General | Summary | Details | Orders | Guidelines | Notification | Conversation Summaries | ktineraries | Lacks | Eligibility | Booking Notes
@ Rehab Arthrtis New| | e
24Nov-2017 2k 1140
Tracking lecation
<Nonie> -
Comments:
Person Name MRN Home Phone  Enc Type Encounter Number  VIP
CSTSCHEMFI, RANDY 700007891 Pre-Outpatient 7000000015175
Guar Prit Enc Pt View ] [ Modify Set Enc Charges
Request Information
Medical record requested No
Status of medical record request
“ m »

5. Press the OK button select an option from “Available Conversations” window.

i

-

4 Available Conversations

Pleaze select the conversation pou would ke to use:

| M
Reaister Outpatient
Reaister Patient To A Bed

6. Select “Register Outpatient” from the drop-down list and click OK.

7. The EMPI window briefly launches and opens the Register Outpatient Conversation
window.

8. All the available mandatory fields will display in yellow. In order to Check-In a patient for
an appointment, a full registration of the patient information is needed.
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NOTE: If a patient checks in at the Central Registration prior to arriving at the clinic,
these mandatory fields will already be filled.

9. In the Encounter Information tab select “Outpatient” for Encounter Type and complete
the rest of the mandatory fields.

Encounter Type: Medical Service: Reazon for Wizt
Qutpatignt »  Occupational Therapy + Fehab

| mmsbimen

10. Click on Complete button. The appointment is now in a Checked In status.

Option 2: Right click on the appointment within the scheduling grid area

1. You may also Check In appointments directly within the grid area. To accomplish
this, right-click, go to Actions, then Check In.

2. The “Check In” window will display and the same steps as above are followed.

Actions 3 Confirm..
Add New Appointment Contact...
Book Request Modfy.. —
Confirm Request Reschedule E
Hold... =
Remowve Request
Recur Appointment Cancel..
LGH Rehy . Mo Show..
Navigation r
Inquiry y Check Out..
Report r Patient Seen...
Applications » Batch Reschedule...
Person 4 Request -
Slots i’ Verify..
Resources - Med Mec Check...
: Book Settings L4 Lock...
# CSTSCHEMPT, RANUY Unlock
& Rehab Arthrtis New - OT i
2/ LGH Rehab OP Shuffle...

Swap Resources,..

Reorder ...
Group Session »
Link... 3

Unlink...

Option 3: Click on the Check-In icon on the Toolbar

1. You can also highlight the appointment in the grid area, and then click the Check-in

4

icon at the top of your screen.
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2. The Check In window will display and you will follow the same steps as in the above
methods of Check In.

The Outpatient Encounter Types will be automatically discharged (auto-discharged)
by the system. The auto-discharge will occur one day after the registration date,
and will be backdated to 23:59 on the registration date.
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Appointment Link

Appointment link functionality allows you to manually tie two unrelated appointments
together for a particular patient situation. As with the Recurring appointments, the
system will recognize these appointments are linked and warn the user if any action is
performed on one of the linked appointments.

You have two options for linking appointments:
Option 1: Link to an existing (previously confirmed) appointment

Option 2: Link to a new appointment

Option 1: Link to an existing (previously confirmed) appointment

1. Schedule two different appointments for any patient using one of the previously
described methods.

2. Find one appointment which you have just scheduled, highlight, right click, go to
Actions, and then Link. At this point, you will see the two options for linking
appointments.

3. Choose Existing Appointment or Request.

Contact...

Modify.
Reschedule
Hald.
Cancel..,
Mo Show...
Check In...
Check Out..
Batch Reschedule...
Request v
Sugoest
Werify... -
Med Mec Check., | Request |
Lock.. i
Thistle, Amanda PT Fischer, Casie 0] il [ r— -
[GH Rehsb | Swap Resources... #LGH Rahab %
e T i

LGH Rshab
Existing Appointment or Request
Mew Appe

4. The “Link” window will display. You will notice the Future Patient Appointments
section. This section should list the other appointment that you scheduled for this
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patient. Highlight this appointment and press the Select button. A red checkmark will
display.

5. Inthe Link Reason dropdown, select “_Linking Appointments” and press the OK button.

Link ?
Name: CSTSCHEMPI, WAL ... BCPHN: 9876487578  Gender: Undifferentiat __

Prefermed Name: MRN: 700007926 DOB: 07-Nov-2010

Language:
Dizeasze Alert: None Process Alert: None

Age: 7 Years Interpreter Required:
'3:.:1' Exdisting appointment or request
() New appointment

Appointments and Requests | Event Details | Orders

Future patient requests:

Request Action  Appoirtmert Type Location Orders s}
El Book Vasc Access [VAD De-access LGH Vasc Access  Remove Implantable Vascular Access Device Meedle v
£ >
Future patient appointmernts:

Cument State  Appointment Type Location Resource Orders  Surgeon 1 Begin Date/Time  Surgical Case Number

Select Unselect
“Link reason:
_Linking Appointments W
Comments:
oK Cancel

6. The two appointments are now linked.

Option 2: Link to a new appointment

1. Highlight the first appointment again, right click, choose Action and then click Link. This
time select New Appointment.

Link... r Existing Appointment or Request

Unlink... Mew Appointmen

2. The “Link” window will display. In the Link Reason dropdown, select one of the options
and press the OK button.
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Link
Name: CSTSCHEMPI, RANDY BC PHN: 9876483326  Gender: Female

-]

Preferred Name: MRN: 700007891 DOB: 06-Mov-1977 Language:

Disease Alert: None Process Alert: None Age: 40 Years

Existing appointment or request

@ Mew appointment
Appoirtments and Requests | Evert Details | Orders

“Link reason:

Comments:

Cancel

3. You will be brought back to the Appointment tab to select a new appointment type.
The Person name is already defaulted with your patient’s name. Select an Appointment
Type, Appointment Location and fill out the remaining fields in the “Accept Format
Fields.”

4. Press the MOVE button and finish scheduling the appointment same as any other
appointment.

Books | Appointment

Person name: Maove
*Appointment location:
g
ANR

Appointment type:

5. The appointments are now linked.

6. If you perform an action on any of the linked appointment types, you will receive a
warning.
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Linked Appointments @
This is a linked appointment. Do you want to open this occumence, multiple occumences, or all
occumences ?

@ Open one or more occumences

(71 Open all occumences

[C] Rehab Arthritis New - OT (Monday. 27-Nov-2017. CONFIRMED)
Rehab Arthritis New - PT {Monday, 27-Nov-2017. CONFIRMED)

[ ok || cancel |

7. This warning serves as a reminder that the appointment you are performing an action

on is linked to other appointments. You can choose to perform the action only on your

currently selected appointment, or to perform the action on all the linked
appointments.
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